CABINET FOR FAMILIES AND CHILDREN
DEFARTMENT FOR SOCIAL INSURANCE

" An Equsl Opponunin Emploser MF D’

ﬁ DIVISION OF CHILD SUPPORT ENFORCENMENT

KASES Network Memo No. 44

TO: Staff, Division of Child Support Enforcement
All IV-D Agents

DATE : April 4, 1997
SUBJECT: U.S. qutal and KASES Address Format

Addresses must be entered on KASES correctly in order to ensure
delivery. A large amount of mail has been returned following mass
mailing due to incorrectly loaded addresses. For example, an
extremely high number of the driver's license letters sent to
delinqguent noncustodial parents have been returned because of this
problem. '

A complete address is necessary and must be arranged in a manner that
is easily read by individuals or automatic sorting equipment in order
for the U. S. Postal service to process mail accurately. Addresses
are read from the bottom up and any extraneous printing or markings
contained in the address will affect the delivery process.

A complete address is also necessary and must be loaded into KASES
correctly in order for the system to print the correct address. For
example, KASES will not print the correct address if two spaces as
opposed to the required one space is added between words or
abbreviations on an address line. The system recognizes one space as
a legitimate space between words and two spaces as the' end of data in
that field.

The address in which the mail is to be delivered must appear on the

line immediately above the city, state, and ZIP Code. Mail addressed
to occupants of multiunit buildings that include the suite, room,
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building or other secondary information is entered in the STREETI
field in the address segment on KASES. The name of the street is

then entered in the STREET2 field above the CITY, STATE, and ZIP CODE’

fields.

Mail that includes apartment number information is addressed in the
following manner. The apartment number is entered in the APT # field
and the number and name of the street is entered in the STREET1 field
if the address does not include secondary information. If the
address includes secondary information, the apartment number is
entered in the APT # field, the secondary information is entered in
the STREET1 field, and the number and name of the street is entered
in the STREET2 field.

The following information meets both postal and KASES requirements
for entering an address correctly.

| Addresses are to be free of any punctuation with the exception
of the hyphen in the ZIP+four Code (22209-1234).

] Street designators must be abbreviated and follow the accepted
postal regulations. Refer to the Abbreviations for Street
Designators attached to this memo.

a Mail that is sent in care of someone other than the addressee is
addressed in the following manner.

MR JOHN JONES

C/O0 ROBERT SMITH

120 SOUTHLAND DR

FRANKFORT KY 40€01

A Geographic directions are always abbreviated. Pre and post

directionals such as North, South, or Northwest are abbreviated
as N, 5, or NE. One space is entered between each abbreviation
or word in a street's name. For example: -

120 N LINCOLN PARK DR
324 BROOK ST NE
603 S EASTERN PKWY
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Numbered streets are typed as 18T, 2ND, 3RD, etc. Do not spell
out FIRST, SECOND, THIRD, etc. All other street names are
spelled out completely. The following are examples for numberzsd.
streets.

320 W 2ND ST
125 4TH ST

Secondary address information such as TRAILER or SUITE are
placed on the Delivery Address line or above it, never below it.

(As previously stated, for KASES entry, users are to enter

secondary address information in the STREET1 field.) Use TrLR
or STE followed by the number; do not follow with a number sign
(#). Examples are: ‘

TRLR 12
1774 ADEN CT

STE 210
126 E 3RD 8T

Do not abbreviate city names or words in city names. Write out

fort, mount, point, fork, park or port. Enter one space between
each word. Examples are:

FORT KNOX
MOUNT VERNON
FRANKFORT

Do not enter X's as part of an address or to delete an address
from the system. An example ig:

MR JOHN JONES
XXX XEXXXXXXXX
LEXINGTON KY 40511

Addresses with Post Office Box numbers, apartment nameé, and
building numbers must be entered with the following

abbreviations. One space must be entered between each unit of

the address. Examples are:

? O BOX 100 RACQUET CLUB APTS BLDG 26
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@ Addresses with Rural Route numbers are abbrev1ated as RR and
must be entered in the following manner.

RR 4 BOX 150

L The state or possession in which the participant lives is to be
abbreviated using the two-letter state ‘abbreviations. Examples
are:

ALASKA - AK
AMERICAN SAMOA - AS
CALIFORNIA - CA
GUAaM - GU

a Foreign country addresses are added to KASES with the accepted
two-digit alpha codes. A ZIP Code is not entered when adding a
foreign country address to the system. Refer to the list of
foreign country abbreviations attached to this memo for the
appropriate code when entering a foreign country address.

This KASES Network Memo is to be cross-referenced with Section 5.000),
Case Management, Subsection 5.040, Address Maintenance, in the KASES
Handbook; KASES Network Memo No. 8, Address Format for Overseas
Military Mail (07/01/92); and KASES Network Memo No. 27, Foreign
Country Abbreviations (04/25/94). -

An appendix to be attached to Subsection 5.040, Address Maintenance,
in the Case Management Section will be issued as soon as that .
subsecticr is revised. The appendix will include foreign country
abbreviations, state and possession abbrev1atlons, and overseas
military mail designation codes.

s

DCSE STAFF AND CONTRACTING OFFICIAL STAFE ARE TO SAVE AND FILE THIS

MEMO FOR FUTURE REFERENCE.

STEVEN P VENO, DIRECTOR
DIVISION OF CHILD SUPPORT ENFORCEMENT
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- Attachments: 3

Retention: Until Superseded
Obsolete: KASES Network Memo No. 17 (05/07/93)
Inquiries: DCSE Staff - Supervisors

IV-D Agents - Area Office Managers






TWO-LETTER STATE AND POSSESSION ABBREVIATIONS

Alabama-==-====-=c——— o — — Al
Alaska------cc e e e o AK
Arizona----- S A7
Arkansas--------=-=--- S, AR
American Samoa-----------------~ AS
California —————————————————————— CA
Colorado------=-----=---=-—~-~~-~—-- co
Connecticut----=------moocomoomn CT
Delaware----=-----=-==---=-«=-=-«~-- DE
District of Columbig--------~---~ DC
Federated States of Micronesia--FM
Florida-----~----cc e e o = L
Georgia----=-=--==-====“=~-“"-——-- GA
GUAM = = = o o oo o GU
Hawaii-----m--mcmmmmmm e m e o HI
Idaho- T ot i e e o D
I11in0oiS -~ - e e e e e e e e L
Indiana----=-=—-==“=“"“~“~=“=~ -~~~ v = IN
Iowa--------sem e oo IA
Kangag-~~--===—cm o cmm o e e e o KS
Kentucky--------=--=-----~------ KY
Louigiana-------====wcocc---- e - =LA
MELTIE = = = = = e m o ME
Mariana Islands-------=---«=--—-= MP
Marshzall Islands---------------- MH
Maryland-------------ocooooooon MD
Massachusetts-------=--==-=------ MA
Michigan-----------=--c=--------- MI
Minnesota------=-=---------------MN

Mississippi------=-=---------=-- MS

MisSsSOoUTri-~----—~=cc e MO
Montana-------=----=--=-=--—--- MT
Nebraska---=-=--mmwmoecmmmcooo- NE
Nevada------c-mcm e e e e e e o NV
New Hampshire------------~---- NH
New Jersey--------=--cc--cmmm- NJ
New MeXico-~-~-mmommm e e e NM
New YOrK-----em oo o m e i o NY
North Carolina-----=-=-=-=--===-= NC
North Dakotg---~--=-ecoooeemon ND
Ohio-----mmmem e - OH
OKklahoma-—=—=~ == ==~ =« o e e OK
Oregon-----r--==--c-o o e o OR
Palau Islands----------------- PW
Pennsylvania------------------ PA
Puerto RiCO----m-cmm e e e PR
Rhode Island---------------- - -RI
South Carolina------=-==-=------ sc
South Dakota-----------~------ SD
TEeNNEeSSE e~ mmmmmmm mmmmm e TN
TeXagS -~ e e e e TX
Utah-------mmmm e e e e o uT
Vermont—=—--c e m e e e e e e e = = VT
Virginia------==-===-----~----~ VA
Virgin Islands-------=-=-=-=-- VI
Washington ———————————————————— WA
West Virginia--------=--------- WV
Wisconsin-------==-------=«-«---- WI
Wyoming------=-----~ oo WY






ABBREVIATIONS FOR STREET DESIGNATORS

Alley--------- ALY
Annex-=---~-=--- AN
Arcade-------- ARC
Avenue-----~-- AVE
Bayou--------- BTU
Beach-=vmvwmwx BCH
Bend--~=nm=w-- BND
Bluff----=----- BLF
Bottom--«-ww=-- BTM
Boulevard----- BLVD
Branch-------- BR
Bridge--=--=~--- BRG
Brook-====-=-- BRK
Burg-----~----- BG
Bypass-------- BYP
Camp-=~=-=~=~=~==-~ Ccp
Canyon--- ===~ CYN
Cape-------~~~ CPE
Causeway---~---~ CSWY
Center-------- CTR
Circle-------- CIR
Cliffs-------- CLFS
Club~-wwmme e CLB
Corner-------- COR
Corners------- CORS
Course-«=w==-~ CRSE
Court----=-=~=~ cT
Courts-------- CTS
Cove---==n--=- cv
Creek--==mwww- CRK
Crescent------ CRES
Crossing------ XING
Dale-~-mmmmmmm- DL
Dam-----~-----~ DM
Divide-------- DV
rive-------~- DR
Estates---~~--~ EST
Expressway----EXPY
Extension----- EXT
Fall----=m---- FALL
Fallg----=n==- FLS
Ferry--------- FRY
Field-----~--~- FLD
Fields-------- FLDS
Flats--------- FLT
Ford---===~~~-~ FRD
Forest-------- FRST

Fork--=------ FRK
Forks------- FRKS
Fort--~------ FT
Freewav-----FWY
Gardens----~ GDNS
Gateway----- GTWY
Glen-------- GLN
Green---=-=-- GRN
Grove------- GRV
Harbor------ HBR
Haven---~--- HVN
Heights----- HTS
Highway----- HWY
Hill-------- HL
Hillg--~---- HLS
Hollow------ HOLW
Inlet------=~ INLT
Island------ Is
Island------1IS8S
Isle-------- ISLE
Junction----JCT
Key--------- KY
Knollg------ KNLS
Lake----~-~- LK
Lakes------- LKS
Landing----- LNDG
Lang--~~-~-~-- LN
Light--=-=~~- LGT
Loaf-------- LF
Locks----~-- LCKS
Lodge------- LDG
Loop-----=~~ LOOP
Mall-------- MALL
Manor------- MNR
Meadeowg----- MDWS
Mill--------~ ML
Mills------~ MLS
Mission----- MSN
Mount-- - ==~ - MT
Mountain----MTN
Neck----~-~~ NCK
Orchard----- ORCH
Oval-------- OVAL
Park-------~ PARK
Parkway----- PKY
Pagsg-~------- PASS
Path-------- PATH
Pike-------- PIKE

Pines------- PNES
Place------- PL
Plain------- PLN
Plains------ PLNS
Plaza------- PLZ
Point------- PT
Port--------~ PRT
Prairie----- PR
Radial ----- RADL
Ranch------- RNCH
Rapids------ RPDS
Rest-=w-mm~- RST
Ridge------- RDG
River------- RIV
Road--~~~~--- RD
ROW-m === m = ROW
Run------=--~ RUN
Shoal---~---- SHL
Shoals------ SHLS
Shore------- SHR
Shores------ SHRS
Spring------ SPG
Springs----- SPGS
Spur-------- SPUFE
Square------ S5Q
Station----- STA
Stravenue---STRA
Stream------ STRM
Street~------ ST
Summit----~~ SMT
Terrace----- TER
Trace------- TRCE
Track------- TRAK
Trafficway--TRFY
Trail------- TRL
Trailer----- TRLR
Tunnel------ TUNL
Turnpike----TPKE
Union------- UN
Valley------ VLY
Viaduct----~- VIA
View--------VW
village-----VLG
Ville--=wew= VL
Vista------- VIS
Walk-------- WALK
Way= === WAY
Wellg------- WLS
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- FOREIGN COUNTRY ABBREVIATIONS

(Rev. 4/01/1997)

COUNTRY TRUNCATED NAME ABBREVIATION
Afghanistan Afghanistan AF
Albania Albania - AH
Algeria Algeria AG
Andorra Andorra AN
Angola Angola AO
Anguillé Anguilla AV
Antarctica Antarctica AY
| Antigua Antigua AC
Argentina Argentina Al
Ashmore Islands Ashmore Is AT
Australia Australia AX
Austria Austria AU
Bahamas ‘Bahamas BF
Bahrain Bahrain BA
Bangladesh Bangladesh BG
Barbados Barbados BB
| Belgium Belgium BE
Belize Belize BH
Bermuda Bermuda BD
Bhutan Bhutan BT
Bolivia Bolivia BL
Botswana Botswana BC
Bouvet Island Bouvet Is BV
Brazil Brazil BR




COUNTRY TRUNCATED NAME ABBREVIATION
British Indian Ocean Br In Ocean 10
Territory
British Solomon Islands Br Sol Is BP
British Virgin Islands Br VirIs VQ
Brunei Brunei BX
Bul garié Bulgaria BU
Burma Burma BM
Burundi Burundi BY
Caicos/Turks Island Cai/Turk Is TK
Cambodia Cambodia CB
Cameroon Cameroon CM
Canada Canada CcC
Canal Zone Canal Zone PQ

|| Canton Islands/Enterbury Can/Ent Is EQ
Islands

| Cape Verde Cape Verde cv
Cartier Islands Cartier [s AW
Cayman Islands Cayman Is Cl
Central Afriéan Republic Cen Afr Rep CP

| Chad Chad CD

Chile Chile R
Christmas Island Christm Is ‘KT
Cocos Islands/Keeling Cos/Keel Is CK
Islands
Colombia Colombia CL
Comoro Islands Comoro Is CN
Congo Congo CF

// N
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and Issas

COUNTRY TRUNCATED NAME ABBREVIATION
Cook Islands Cook Is CW
Coral Sea Islands Territory Coral Sea Is CR
Costa Rica | Costa Rica CS
Cuba Cuba CuU
Cyprus Cyprus CY
Czechoslovakia Czekhoslov CczZ
Dahomey Dahomey DM
Denmark Denmark DA
Dominica Dominica DO
Dominican Republic Domini Rep DR
Ecuador Ecuador EC
Egypt Egypt EG
El Salvador El Salvador ES
‘Ellice Islands Ellice Is GO
Equatorial Guinea Equat Gui EK
Ethiopia ‘Ethiopia ET
Faeroe Islands Faeroe Es FO
Falkland Islands/Islas Falkland Is FA
Malvinas

Fiji Fifi FJ
Finland Finland “FI
France France FR
French Guiana Fr Guiana FG
French Polynesia Fr Polvn. FP
French Southern / Antarctic | Fr So Antar FS
French Territory of Afars Fr Ter Afars FT




COUNTRY | .| TRUNCATED NAME ABBREVIATION
Gabon Gabon GB
Gambia Gambia GD
Gaza Strip Gaza Strip Gz
Germany Germany GE
Ghana Ghana GH
Gibraltar Gibraltar GI
Gilbert Islands Gilbert Is 'GN
Greece Greece GR
Greenland Greenland GL
Grenada Grenada Gl
Guadeloupe Guadeloupe GP
Guatemala Guatemala GT
Guinea Guinea GV
Guyana Guyana GY
Haiti Haiti HA
Heard Island Heard Is HM
Holland Holland HL
Honduras ‘Honduras HO
Hong Kong Hong Kong HK
Hungary Hungary HU
Iceland Iceland iC
India India IB
Indonesia Indonesia IE -
Iran Iran | IR™
Iraq Iraq 1Z
Ireland Ireland El




COUNTRY TRUNCATED NAME ABBREVIATION
Israel Israel IS
ltaly Italy IT
Ivory Coast Ivory Coast v
Jamaica Jamaica M
Jan Maven Jan Mayen JN
Japan Japan JA
Johnston Atoll Johnston At J1Q
Jordan Jordan 10
Kenya Kenya KE
Kuwait Kuwait KU
Laos Laos LO
Lebanon Lebanon LE
Lesotho Lesotho LT
Liberia Liberia L]
Libva Libva LY
Liechtenstein Liechtenste LS
Luxembourg Luxembourg LU
Macao Macao MC
Madagascar Madagascar Bl
Malawi Malawi MJ
Mala}'sia Malaysia :MY
Maldives Maldives MV
Mali Mali ML
‘Malta Malta MW
Martinique Martinique MB
Mauritania Mauritania MR




COUNTRY TRUNCATED NAME ABBREVIATION
Mauritius Mauritius RT
McDonald Islands McDonald Is MM
Mexico Mexico MX
Midway Islands Midway Is MQ
Monaco Monaco MK
Mongolia Mongolia MG
Montserrat Montserrat - SR
Morocco Morocco BO
Mozambique Mozambique MZ
Nauru Nauru NR
Navassa Island Na\.'assa Is BQ
Nepal Nepal NP
Netherlands Netherlands NL
Netherlands Antilles Nether Ant NA
New Caldonia N Céledonia NB
New Hebirdes N Hebirdes | . HN
New Zealand New Zealand NZ
Nicaragua Nicaragua NU
Niger Niger NG
Nigeria Nigeria NI
Niue Niue BI
Norfolk Island Norfolk Is NF
North Korea North Korea KN
North Vietnam N Vietnam VN
Norway Norway NO
Oman Oman MU




COUNTRY TRUNCATED NAME ABBREVIATION
Pakistan Pakistan PK
Panama Panama PN
Papua New Guinea Pa/N Guinea PP
Paracel Islands Paracel Is PF
‘Paraguay Paraguay PB
Peoples Republic of China Peo Rep Chi CH
Peru Peru PE
Philippinés Philippines RP
Pitcairn Island Pitcairn Is PC
Poland Poland PL
Portugal Portugal PO
Portuguese Guinea Port Guinea PU
Portuguese Timor Port Timor PT
Qatar Qatar QA
Republic of China Rep China W
Republic of Korea Rep Korea KO
Republic of Vietnam Rep Vietnam A
Reunion Reunion RE
Romania Romania RO
Russia/Soviet Union Rus/Sov U UR
Rwanda Rwanda i{\h’
San Marino San Marino SM
Sao Tom: and Principe Sao Tome Pr TP
Senegal Senegal SG
Sevchelles Sevchelles SE
Sierra .eone Sierra Leone SL




COUNTRY TRUNCATED NAME ABBREVIATION
Sikkim Sikkim SK
Singapore Singapore SN
Somalia Somalia SO
South Africa South Africa SF
South West Africa S W Africa wC
Southern Rhodesia S Rhodesia RH
Spain Spain | Sp
Spanish North Africa Spa N Afr MF
Spanish Sahara Span Saha SS
Spratly Islands Spratly Is PG
Sri Lanka Sri Lanka CE
St. Christohper-Nevis- St Chris SI
Anguilla
St. Helena St Helena SH

| St. Lucia St Lucia S’T
St. Pierre and Miquelon St Pier/Mq SB
St. Vincent St Vincent vC
Sudan Sudan SU
Surinam Surinam NS
Svalbard Svalbard SV
Swaziland Swaziland WZ
Sweden Sweden Sw
Switzerland Switzerland SZ
Svria Syria SY.
Tanzania Tanzania TZ
Thailand Thailand TH
Togo Togo TO '




‘| COUNTRY TRUNCATED NAME ABBREVIATION
Tokelau Islands Tokelau Is TL
Tonga Tonga ™
Trinidad and Tobago Trin/Toba TD
Trust Territory of the Pacific | Trst Ter Pc TQ
Tunisia Tunisia TR
Turkey Turkey TU
Uganda Uganda UG
United Arab Emirates Un Arab Em TC
United Kingdom Un Kingdom UK
Upper Volia Upper Volta . Uv
Uruguay Uruguay Uy
Vatican City Vatican City VY
Venezuela Venezuela VE
Wake Island Wake Is WQ
Wallis and Futuna Wallis Futu WF
Western Samoa W Samoa WS
Yemen Yemen TS
Yugoslavia Yugoslavia YO
Zaire Zaire CG
Zambia Zambia

ZA







